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Instructions for MACs Logging into the Program
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Security

BIT secures the state Internet infrastructure, which includes networks, routers, servers or other
resources owned, by South Dakota. Security of the infrastructure is achieved through the use of
security policies, administrative policy and technical solutions. Our technical solutions include
firewalls, intrusion detection systems, logging devices, and authentication mechanisms.

Applications running Citrix have encryption to secure the data. Websites involved in
stateapps.state.sd.us use https to encrypt the login of users and the information they view. When a
Citrix session is initiated encryption built into that software is used to secure application data over
the DDN.

Logging In
STEP#1: Access the following web-site for submitting your Personnel Record Form (PRF) data.
http://www.state.sd.us/deca/finance/Data/PRF/

STEP #2: Click on the "MAC Personnel Record Form Submission" link.

22 PRF - Personal Record Form - SD Department of Education - Microsoft Internet Explorer provided by State of South Dakota
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Security Motice

STEP #3: A security notice will pop up. Click OK, you may have to do this several times.

while in transit.

{To turn this aoption back on, fram the Edit menu,
choose Preferences, and then click the Security item.}

You are entering a page which is secure. The
: information yvou view and send cannot be read

1 [ Show an alert when entering a page which is secure

(T

STEP #4: You will now see the Citrix Install window.

[0 =—— (@ citrix ICA Client Installation

Citrix ICA Client for Macintosh

Client installed on your system.
Client for Macintosh.

and install it using the link below:

Install Citrix ICA Client for Macintosh

are done installing:
Close window
U Do not show this window at login.

CITRIX

Nower everything compnites.

MFuse requires that you have the appropriate Citrix ICA

For your system, we recommend that you use the ICA

If you do not have the Citriw ICA Client, please download

Click the link below if you already have the ICA Client, or

STEP #5: Click on Install Citrix ICA Client for Macintosh. This will put Citrix ICA Client 6.0
and Citrix ICA 6.0.sea on your desktop, or wherever your computer is set to put downloads.

(This is different from the Citrix emailer)

Contact: Debbie Lancaster at 773-7109 2
08/10/2006

Email: debbie.lancaster@state.sd.us




Submission Deadline: October 13, 2006

STEP #6: Open the Citrix ICA Client 6.0 Folder up

Citrix ICA Client 6.0

STEP #7: Click on the installer.

) Citrix ICA Client 6.0 =—"———
ditems, 19.01 GE available

=
Citrix IC& Client Read Me
||
Citrix ICA Client 6.0 Installer

STEP #8: Follow the default settings (make sure it is installed on the hard drive-this should be
the default.)

STEP #9: Go back to the https:// https://stateapps.state.sd.us

STEP #10: Close the Citrix Download window. After closing the window the page should look
like this.

State of South Duta Citrix A

plications

Available Application Sets

Select the Application Set you want to contact.

Vou must select at least one Application Set.

UsState Applications LK12 Applications
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STEP #11: Click K12 Applications in the set window. Click Submit. You may get a security
notice—click ok

STEP #12: The user name and password window will come up.

Login to Application Set

Enter credentials for Application Set

K12 Applications

Usernamel
Pamurdl
Domain |SD

STEP #13: Enter your username and password. When you log-in using a MAC you will not be
required to assign the password of your choice. If you did not keep track of the password you
used last year, please send an email to Debbie.Lancaster@state.sd.us or Jantina.Nelson-
Stastny@state.sd.us . with the following message:
"For NT logon id '[EX: LMNOODEOQ2]' reset the password to '[EX: password]' for '[EX:
32002 Pierre School District]."
THE PASSWORD MUST BE 8 CHARACTERS LONG AND LOWERCASE LETTERS..
Make sure the Domain is set to SD

STEP #14: The Application Sets window will come up. Click on DECA Applications.

s = mm e mmmmm e e i g o e

Application Sets

Application sets from:
K12 Applications

DECA Applications
DECA Agalcations
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STEP #15: The Unhandled File Type Window will come up.
=————————— Unhandled File Type=—————|

Internet Explorer doesnt know how to handle the type
of file you have selected.

You can choose to save this file to your disk or you can I
configure a Helper Application for this file.

MIME Type: application/x=ica
File Name: launch.asp

[Cancel] [Sﬂve FiIEAS...] [ Flugin ]| Application ll

STEP #16: Click on Application and locate the Citrix ICA Client in the Citrix ICA Client
Folder. BE VERY CAREFUL TO SELECT THE RIGHT APPLICATION!

= [ Citrix ICA Client
Aea Citriz ICA Client ¥~ This is the riaht abplication

STEP #17: Select the Client and Click open

STEP #18: This should launch the Citrix Client and the launchpad

o 2

STEP #19: Go to applications on the top of the screen and select DE04 Personnel.

STEP #20: When you are finished quit explorer.
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STEP #21: This process should put a launch.asp icon on your desktop allowing you to bypass all
the previous steps. Clicking on this icon will launch the launchpad. You will get the following
error message.

Logon Messzage

The sypztem could not lag vou on. Make zure vour Uzer name and domain are carect,
then tupe pour pazsword again. Letters in pazswords must be typed wzing the caorrect
caze. Make zure that Capz Lock is not accidentally an.

STEP #22: Click ok.

STEP #23: The Login box will come up.

Logon Information

Tarminal Sarver Edition

1981 - 1998 Microsoft Corp. Al rights reserved.

This product is protected by US and
international copyright laws as appropriate.

Uzer name: I

Pazsword: | ******

Domain;

Ok I Cancel | Help | b o BT

STEP #24: Enter your user name and password. Set the Domain to SD by putting the mouse on
the down arrow by the domain box and select SD.

STEP #25: You should now be on the system.
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Logging Off

STEP #1: Be sure you have saved ALL your data before you log off!!

1IN LaunchPad - [DED4 MainMenu [Production]]
3 File &pplications Beports  ‘window  Help

y _0 #1 To close out of the application if you are logged in using a MAC |
DEAY computer, click on the box with an "X" in it located in the upper right
PRttt hand corner.
Actions
Support Tahles
o Welcome to the Main Menu
cose of the Personnel / Calendar
Data Collection
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